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6. B FEAE Duties
See attached.

7. EREMH: FRZM: Qualification/Physical Requirements
Basic Requirement:
a. Must have at least one year of specialized technical or administrative work experience equivalent at 1-5
level in the related work OR Masters Degree in a related field.
b. Must have completed at least one year of experience in positions at the next lower grade (BWT: 1-5)
level for promotion.
In addition to the Basic Requirement, applicant must:
c. Have at least three years of progressively increasing experience performing administrative and clerical
duties, including management of Inter/Intra-Service Support Agreements (ISA).
d. Advanced skills with Microsoft Word, and Excel. Experience with Power Point and web-based
applications. MS Access experience a plus.
e. Be able to work independently and be self-driven toward project accomplishment.
f. Fluency in speaking, comprehending, reading, and writing English is required, including items of a
specialized or technical nature.
g. Must possess excellent interpersonal skills, with an ability to negotiate and communicate effectively
with internal and external customers and colleagues, lead meetings, and make group presentations.
h. Experience with government purchase and travel card programs and command property management
preferred.

Handicapped applicants may be accepted, depending on the degree and kind of disability.
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TASK LIST

Administrative Officer BWT-1-6, CFAO, Resource Management Department

I.

Serves as the single point of contact and staff advisor to the command on all matter pertaining to Inter/Intra-
service Support Agreements (ISA), Memorandums of Understanding (MOU) and Memorandums of
Agreement (MOA). Maintains liaison with counterpart Support Agreements Managers (SAM) attached to
other agencies and organizations. Participates fully in meetings and negotiations concerning Support
Agreement establishment or revision for 26 Navy associate commands located throughout Okinawa on 9
bases. May negotiate on CFAQ's behalf in these support relationships. Supports Regional Business
Management Office (RBMO) efforts as related to ISA's. Manages and administers approximately 40
support agreements for CFAO. 45%

Directs, organizes, manages and plans the administrative support requirements for the Resource
Management Department, including correspondence, preparation of instructions, notices and other written
materials, as required. Establishes and maintains a tickler system to ensure continued review of existing
instructions and notices for currency, initiating and completing updates as required. Initiates and manages
departmental staff work inherent to internal and external customers and reporting requirements. 25%

Participates substantially in timekeeping and attendance administration for Master Labor Contract (MLC)
personnel and U.S. Civil Service personnel as required, including maintenance or retained records as
required and as needed for effective internal control review (audit). 10%

Assists in the administration of property management functions for CFAO. Participates in triennial, annual
or situational inventories as required. Assists in the maintenance of property inventory data within the
Defense Property Accountability System (DPAS). Maintains files of departmentally designated subordinate
property managements custodians. Monitor position turnovers within the command that would trigger
situational inventories, provides notification of actions required and monitors completion. Monitors
command events and activities that might necessitate extra management attention within potentially
vulnerable areas and provides recommendations to preclude loss of government property. 10%

Assist the command Agency Program Coordinator (APC) for the Government Travel Charge Card (GTCC),
including file maintenance, application processing and other program support as directed. 10%

Performs other duties as assigned by the Resource Management Department Head.



